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Mrs.  Dorothy  Warriner,  personnel  director  for  Stivers  Office 
Service,  Chicago,  Illinois,  stressed  the  increasing  demand  for 
women  workers,  in  a  recent  talk  to  businesswomen.  She  gave 
these  facts  to  show  that  American  industry  recognizes  and  seeks 
women's  ability: 

0  one-third  of  the  68  million  workers  in  this  country  are  women 

9  15  percent  of  the  women  are  managers,  officials,  and  proprietors, 
an  increase  of  7  times  in  35  years 

^  37  percent  of  the  professional  and  technical  workers  are  women 

^  67  percent  of  people  in  clerical  and  kindred  work  are  women — 
over  6  million 

9  52  percent  of  the  employees  in  manufacturing  firms  are  women 
9  24  percent  of  the  workers  in  durable  goods  plants  are  women 

Mrs.  Warriner  credited  the  upward  trend  in  education  as  the 
greatest  aid  to  women's  progress  in  business  and  industry.  Today, 
the  woman  worker  has  an  average  of  12.1  years  of  schooling, 
compared  with  10.2  years  in  1940.  College  attendance  by  women 
increased  58  percent  from  1950  to  1958. 

Looking  ahead,  the  United  States  Department  of  Labor  estimates 
that  almost  6  million  of  the  expected  increase  of  15  million  workers 
between  1965  and  1975  will  be  women.  "Side  by  side  with  the 
increasing  need  of  a  guantity  of  women  workers  is  the  need  for 
guality  workers." 

How  can  women  use  their  human  resources  more  effectively? 
Mrs.  Warriner  suggested  self-evaluation.  "Put  your  assets  on  one 
side  of  the  ledger,  liabilities  on  the  other.  Then  start  eliminating 
the  liabilities.  Clear-thinking,  honest  self-evaluation  will  pinpoint 
the  areas  in  which  a  person  is  weak  or  lacking  and  will  serve 
as  an  impetus  for  improvement. 

"Apply  the  yardstick  by  which  most  employers  judge  whether  or 
not  a  woman  employee  is  a  success:  (1)  Attitude;  (2)  job  perform¬ 
ance;  (3)  leadership;  (4)  loyalty;  and  (5)  overall  contribution  to 
the  company." 


(or  thereabouts) 
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Ten  Tips  for  Better  Filing 

By  Hazel  B.  McLean 
Records  Analyst 

Records  are  the  backbone  of  any  organization. 
There  are  few  business  transactions  that  do  not  create 
paperwork;  even  a  simple  telephone  call  often  re¬ 
quires  recording  the  message  or  taking  notes.  Thou¬ 
sands  of  dollars  are  spent  throughout  the  year  on 
salaries,  equipment,  and  materials  to  create  records — 
many  reports  are  the  result  of  hours  of  research; 
audits  cover  an  entire  year's  business;  many  pieces 
of  correspondence  are  the  forerunners  of  lucrative 
contracts  or  sales.  Misfiling  or  loss  of  records  can 
create  havoc  within  the  office  and  may  result  in  a 
substantial  loss  of  money. 

In  order  to  handle  the  voluminous  papers  effi¬ 
ciently,  it  is  essential  to  know  what  to  do  with  them — 
file  them  (and  if  so,  where)  or  discard  them?  The 
answer  to  the  problem  is  to  have  a  definite  plan  or 
schedule  so  that  you,  and  everyone  else  concerned 
with  the  records,  know  how  long  each  type  of  record 
should  be  kept.  It  is  extremely  important  to  file  and 
preserve  business  papers  properly. 

Here  are  some  tips  that  may  help  you  improve  your 
filing  ability: 

1.  File  daily,  preferably  toward  the  end  of  the  day. 
Some  of  the  reasons  for  keeping  your  filing  current 
are: 


a.  Papers  are  more  quickly  filed,  because  the 
contents  are  fresh  in  your  mind;  you  don't  have  to 
reread  the  material  to  determine  where  to  file  it; 

b.  The  majority  of  references  to  material  occur 
during  the  first  few  weeks  after  a  paper  is  initiated 
or  received; 

c.  Valuable  documents  and  correspondence 
should  be  filed  as  a  protection  against  fire,  loss, 
and  other  hazards. 

2.  As  you  handle  papers  that  are  to  be  filed  later, 
indicate  filing  location — by  underlining,  marking  lo¬ 
cation  in  upper  right  corner,  etc. — so  that  you  don't 
have  to  reread  the  contents  before  filing. 

3.  Sort  papers  in  logical  sequence,  so  that  when 
you're  ready  to  do  your  daily  filing  it  can  be  done 
more  quickly  and  easily. 

4.  Staple  papers  that  belong  together,  using  one 
staple  in  upper  left  corner.  This  permits  easy  access 
when  referring  to  papers  and  does  not  interfere  with 
any  writing  or  printed  matter.  Do  not  use  paper  clips; 
other  papers  are  apt  to  get  attached  by  accident,  or 
the  clip  may  pull  off. 

5.  There  are  numerous  methods  of  filing — alpha- 
betic,  geographic,  numeric,  etc.  The  usage  and  pur- 
pose  of  your  files  should  determine  the  best  method. 
Use  the  one  that  suits  your  needs. 

6.  Eliminate  unnecessary  duplication  in  your  files. 
This  saves  valuable  space  and  decreases  the  volume 
of  papers  to  be  destroyed  or  stored  elsewhere  later  on. 
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7.  Become  familiar  with  the  various  types  of  papers 
and  know  which  ones  are  of  value  for  an  extended 
period  and  which  are  temporary.  Certain  records, 
such  as  tax  reports  and  supporting  documents,  con¬ 
tracts,  etc.,  are  required  to  be  retained  for  a  specified 
length  of  time  by  law  (both  Federal  and  State). 

8.  Be  sure  that  valuable  documents  are  filed  in 
safe  files  or  vaults. 

9.  Check  into  the  filing  aids  that  are  available — 
folders  of  every  size  and  weight,  various  methods  of 
"signaling”  files,  labels,  storage  boxes,  etc. — and 
select  those  that  suit  your  needs.  If  you  have  a  specific 
filing  problem,  business  firms  handling  filing  equip¬ 
ment  will  be  glad  to  suggest  the  most  suitable  aids. 

10.  Use  cross-reference  sheets  whenever  the  occa¬ 
sion  demands.  The  need  for  cross-filing  is  indicated 
if  there  is  a  question  in  your  mind  about  where  to 
file  a  paper.  This  means  that  it  could  be  filed  in  more 
than  one  place.  The  same  question  probably  will  arise 
when  you  look  for  the  paper,  so  a  cross-reference 
sheet  will  save  time. 


How  Readers  Budget  for 
Their  Vacations 


Budgets  for  vacations  are  as  varied  as  the  places 
to  go,  according  to  a  survey  of  Readers  Panel  mem¬ 
bers.  The  women  budget  anywhere  from  $100  or  less 
up  to  $720  for  the  annual  vacation,  but  the  majority 
fell  in  between  these  amounts: 


Number  of  Women 

5 

11 

9 

4 

4 

2 


Amount  Budgeted 

$150 

200-300 

300-400 

400 

500 

500-600 


Some  panelists  stay  close  to  home  one  or  two  years 
and  save  $500  or  more  for  a  long  trip  the  next  year. 
A  European  tour,  for  example,  cost  one  reader  $750, 
and  another  woman  and  her  husband  spent  $1,000 
on  a  "luxury  trip  to  Florida.” 


Expense  of  a  trip  is  broken  down  on  a  weekly, 
daily,  or  other  basis  by  a  number  of  panelists.  Four 
women  figure  on  spending  $100-$150  a  week.  Two 
set  aside  $25-$35  a  day;  one  estimates  the  expense 
at  $20-$25  a  day  for  two  people;  another  plans  on 
$25  a  day  for  three  people;  and  one  figures  on  $30 
a  day  for  four  people. 

(Continued  on  page  4) 


Dr.  Wernher  von  Braun  and  his  secretary,  Mrs.  Bonnie  G.  Holmes 


Dr.  Wernher  von  Braun  Is  Named 
1961  International  Boss  of  the  Year 

Dr.  Wernher  von  Braun,  director  of  the  George  C. 
Marshall  Space  Flight  Center,  National  Aeronautics 
and  Space  Administration,  Huntsville,  Alabama,  was 
named  "1961  International  Boss  of  the  Year”  by  The 
National  Secretaries  Association  (International). 

The  National  Aeronautics  and  Space  Administra¬ 
tion  has  the  responsibility  for  all  United  States  space 
activities,  except  those  connected  with  national  de¬ 
fense.  Dr.  von  Braun  and  his  staff  of  more  than  five 
thousand  people  are  now  working  on  the  Saturn, 
ultimately  destined  to  transport  men  around  the  moon 
and  back. 

Mrs.  Evelyn  G.  Day,  NSA's  International  President, 
said  that  in  paying  tribute  to  Dr.  von  Braun,  her 
organization  was  also  saluting  "all  space-age  em¬ 
ployers,  without  whom  our  careers  as  secretaries 
would  be  limited  indeed!” 

Dr.  von  Braun  received  a  special  plaque  from 
Mrs.  Day  at  a  dinner  given  in  his  honor  on  April  25, 
during  Secretaries  Week.  Mrs.  Bonnie  G.  Holmes, 
his  secretary  for  the  past  nine  years  and  a  member 
of  the  Decatur  Chapter  of  NSA,  described  her  work 
with  the  space  scientist  as  "stimulating,  exciting,  and 
challenging  beyond  belief.” 

The  award  is  given  to  "an  outstanding  executive 
whose  personal  contributions  to  his  profession  or 
business  have  been  unique,  and  who  is  widely  recog¬ 
nized  by  the  general  public.”  The  two  previous 
recipients  were  the  late  Dr.  Tom  Spies,  nutrition 
expert;  and  Mr.  Henry  Viscardi,  Jr.,  president  and 
founder  of  Abilities,  Inc.,  an  electronics  plant  em¬ 
ploying  handicapped  people,  which  served  as  a  pilot 
project  for  similar  rehabilitation  programs  through¬ 
out  the  world. 
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Others  estimate  the  amount  needed  by  adding 
$100,  $150,  or  $250-$300  to  the  cost  of  transportation. 
One  woman  budgets  $20-$25  a  day  plus  the  fare, 
while  another  estimates  $200-$300  and  uses  a  credit 
card  for  gas.  To  be  on  the  safe  side,  one  panel  mem¬ 
ber  figures  the  cost  of  her  trip,  then  adds  $100. 

Systematic  saving  plans  help  several  women  ac¬ 
cumulate  their  vacation  money.  One  uses  a  vacation- 
club  savings  account,  another  deposits  $5  or  more  a 
week.  A  third  panelist  saves  $60  a  month.  Other 
methods  range  from  setting  aside  3  to  5  percent  of 
income  to  putting  all  the  change  received  each  day 
into  a  piggy  bank.  One  travel  fan  suggests  that  her 
family  give  money  for  her  vacation  fund  instead  of 
presents  on  birthdays  and  at  Christmas. 

Evidently,  the  panelists  agree  with  the  wag  who 
said,  "The  only  book  that  can  really  tell  you  where  to 
spend  your  vacation  is  your  checkbook." 

The  Mailbag 

Ladies  and  Gentlemen 

What  is  the  correct  form  for  a  salutation  when  you 
write  to  a  company,  but  use  an  attention  line  ad¬ 
dressed  to  a  woman?  "Gentlemen"  does  not  seem  to 
be  the  solution. — Dorothy  H.  Boldrin 

If  the  letter  is  addressed  to  the  company,  rather 
than  an  individual,  "Gentlemen"  is  the  standard  salu¬ 
tation.  The  attention  line  does  not  affect  the  salutation. 

One  way  to  avoid  this  problem  is  to  address  the 
letter  directly  to  the  woman  involved  and  use  the 
salutation,  "Dear  Miss  (or  Mrs.)  Jones." 

"Collectioned  to  Death" 

Regarding  office  collections,  we  have  been  "collec¬ 
tioned"  to  death  in  our  office,  so  we  came  across  a 
plan.  Every  Friday,  ten  cents  is  collected  from  each 
person  in  the  office — about  20  people,  including 
the  boss. 

When  gift  time  comes  around,  it's  a  simple  matter 
of  deciding  what  to  get,  serving  cupcakes  and  coffee 
for  the  occasion,  and  that's  it.  The  system  works  very 
well. — Carol  Taylor,  Pasadena,  California 


New  Use  for  Old  Bhnd 

Maybe  it's  a  quirk  of  my  nature,  but  I  get  a  kick 
out  of  finding  a  new  use  for  something  other  than  its 
original  purpose.  I  had  a  metal  Venetian  blind  slat 
cut  into  pieces.  I  use  a  5-inch  length  as  a  backing  for 
erasing,  a  12-inch  piece  as  a  guide  for  typing,  and  a 
longer  section  as  a  guide  for  wide  forms. 

The  latter  two  pieces  are  handy  for  tearing  papers 
neatly  on  the  sharp  edge  of  the  bhnd.  The  slight  curve 
of  the  slat  follows  the  contour  of  the  platen  and  allows 
it  to  grip  the  paper  as  a  guide  when  doing  statistical 
typing. — Isabelle  T.  Schaffer 

Quiet  Please! 

Just  loved  the  article  about  improving  your  reading 
habits.  How  do  you  improve  your  reading  habits  in 
a  situation  like  this: 

I  work  in  a  room  with  40  other  people.  One  man 
is  using  the  Dictaphone  (loud  voice),  another  is  talk¬ 
ing  on  the  phone.  I  have  to  keep  alert  to  the  four 
phones  on  my  desk  and  be  ready  with  the  big-smile- 
in-the-voice  answer.  Then  the  boss  buzzes,  and  I  run 
down  the  hall  to  his  office. 

I  sit  on  the  aisle,  and  the  race  of  men  goes  by — 
some  interrupt,  some  just  smile,  some  do  stop  to  visit. 
All  this  time,  I  am  trying  to  read  faster  so  I  can  get 
more  dictation  out  each  day.  Tell  me,  teacher, 
how? — A.  J. 

Your  situation  doesn't  sound  conducive  to  better 
and  faster  reading,  but  concentration  is  a  habit  that 
eventually  becomes  second  nature.  One  woman 
offered  this  tip:  "When  I  need  to  concentrate  on 
work,  I  mentally  turn  a  key  that  shuts  everything 
else  out  of  my  mind." 

Perhaps  other  readers  have  some  practical  sug¬ 
gestions,  which  they'll  be  kind  enough  to  share 
through  the  Bulletin. 

Sincerely, 

Marilyn  French,  Editor 
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